Getting Started: Employee Directory

Employee

SEARCHING FOR EMPLOYEE

The Search feature in Workday is available at the top of any page.
SEARCH FOR ONE EMPLOYEE

1. From the Search Bar, type first few letters of employee’s first or last

name
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2. Click on name you want to see

Search Results
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People Tip-try selecting another category fram the left to see other resuits

3. Click on the Phone icon for the phone number
4. Click on the Email icon for the email address

5. Click on the Team icon to find members of the employee’s team
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SEARCH FOR LIST OF EMPLOYEES - BY LOCATION

If you know the employee’s location, follow the steps below:

From the Search Bar, type Directory
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2. Click on Directory by Location — Indexed
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Directory by Country - Report

Directory by Job Family - Report
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Categories
Directory by Job Family Group - Indexed - Report
Common
Directory by Job Profile - Indexed - Report
Assets
Directory by Location - Indexed - Repo
Banking
019 Directory Services - F
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Click inside the Organizations Search Box and type the full or partial
name of the location you want

Directory by Location - Indexed
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Click the menuicon =

Click
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6. The result will list all employees assigned to that location
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SEARCH FOR EMPLOYEES - BY LOCATION

If you don’t know the employee’s location and need to search through the
entire list, follow the steps below:

1. From the Search Bar, type Directory

C g‘oN% Q directory

2. Click on Directory by Location — Indexed
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Directory by Country - Report

Directory by Job Family

Directory by Job Family Group - Report
Categories

Directory by Job Family Group - Indexed - Rep
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Directory by Job Profile - indexed - Report
Assets

Directory by Location - Indexed - F
Banking

019 Directory Services - F
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3. C(lickinside the Organizations search box
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Directory by Location - Indexed
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4. Scroll through the alphabetical list until you find the Location you want

5. Click the box by the Location

Directory by Location - Indexed

Locations » Bridges and Structures

Bureau

Search
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6. Click

7. The result will list all employees assigned to that location
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Note: All locations, even safety locations, are listed in the drop-
down box. No workers will be listed under safety locations.

Your screens and processes may vary somewhat from this document.
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SEARCH FOR EMPLOYEES — BY ORGANIZATION
If you know the name of the organization, follow the steps below:

1. From the Search Bar, type Directory

@ S‘ON% Q directory

2. Press Enter

3. Click Directory by Organization
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Search Results

Categories Search Results
Tasks and Reports

Directory by Location
Viex

Directory by Location - Indexed
View

4. Click inside the Organizations search box

5. Type all or part of the organization name

Directory by Organization
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Organizations Bud bus sys

Supervisory Organizations
Include Subordinate Organizations P i

Matrix Organizations >

Include Managers

6. Click
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7. Click Include Subordinate Organizations to include those results

8. Click Include Managers to include the organization’s manager

Directory by Organizaiion

Organizations % | x Budgetand Business Systems. ...
Bureau (Jon Makovec
(54439))

Include Subordinate Organizations n

Include Managers n

9. Click

10. The result will list all employees assigned to that organization

Directory by Organization Geins>

Organizations Budget and Business Systems Bureau (Jon Makovec (54439)) Include Managers  Yes

Include Subordinate Organizations ~ Yes

Worker Supervisory Organization Phone. Email Address. Business Title Location

SEARCH FOR EMPLOYEES - BY ORGANIZATION
You can also search Organizations by either Supervisory or Matrix:

1. From the Search Bar, type Directory

| @ 8‘6’% Q directory |

2. Press Enter

3. Click Directory by Organization

Your screens and processes may vary somewhat from this document.
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Search Results
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4. Click the menuicon ‘=

Directory by Orgariization

Organizations *| search —

Supervisory Organizations

Include Subordinate Organizations

Matrix Organizations >

Include Managers

5. Click either Supervisory Organizations or Matrix Organizations for a
listing

6. Scroll through the list of organizations

7. Click the box of the organization you want

Directory by Organization

Organizations % | 3 Budgetand Business Systems .. =
Bureau (Jon Makovec
(54439))
Search
Include Subordinate Organizations é Supervisory Organizations

Include Managers Budget and Business

Systems Bureau (Jon
Makovec (54439))
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8. Click in the white space outside the box
9. Click Include Subordinate Organizations to include those results

10. Click Include Managers to include the organization’s manager

Directory by Organizafion

Organizations % | x Budgetand Business Systems. ... =
Bureau (Jon Makovec
(54439))

Include Subordinate Organizations n

Include Managers n

11. Click

12. The result will list all employees assigned to that organization

Directory by Organization s>

Organizations Budget and Business Systems Bureau (Jon Makovec (54439)) Include Managers  Yes

Include Subordinate Organizations  Yes

Worker Supervisory Organization Phone. Email Address. Business Title Location
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